
Washington State CDR Web Application  1 

 

 

 

 

 

Washington State Child Death Review  

Web Application Manual 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Washington State Department Of Health 
 
 
 
 
 

6/10/2003 



2  Washington State CDR Web Application 

Washington CDR Documentation 
 

Table of Contents 
 

 
 

Application Information ............................................................................................................. 4 
 

Team User Privileges ................................................................................................................. 4 
 

Accessing the Washington CDR Site....................................................................................... 4 
 

Main Menu................................................................................................................................... 5 
 

Main Menu: Enter New Case ..................................................................................................... 6 
 

I. Death Certificate Information .......................................................................................... 6 
 

II. General Information......................................................................................................... 7 
 

III. Circumstances of Death Form....................................................................................... 7 
 

IV. Additional Information Form......................................................................................... 9 
 

V. Infant Death Form: ........................................................................................................ 10 
 

VI. Records for Review Form............................................................................................ 10 
 

VII. Committee Conclusions Form ................................................................................... 11 
 

VIII. Narrative Form............................................................................................................ 11 
 

IX. Review Information Form ............................................................................................ 12 
 

Case Status Form .............................................................................................................. 12 
 

Main Menu: Retrieve/Edit Case............................................................................................... 13 
 

Edit Case............................................................................................................................. 14 
 

View Case ........................................................................................................................... 15 
 

Print Case ........................................................................................................................... 15 
 

Delete Case......................................................................................................................... 16 
Main Menu: Reporting.............................................................................................................. 16 

 
Main Menu: Utilities.................................................................................................................. 17 

 
My User Profile................................................................................................................... 17 

 



Washington State CDR Web Application  3 

Print Blank Forms.............................................................................................................. 18 
 

Export Database................................................................................................................. 20 



4  Washington State CDR Web Application 

Application Information          
 
Washington CDR is a web-based application requiring Internet Explorer version 5 or greater.  The 
browser must have cookies, JavaScript and VBScript enabled for the application to run correctly.  
 
The user will also need a Transact Washington account.  This account will need to be registered 
on Washington CDR by an Application Owner.  See http://transact.wa.gov/ for more information. 
 
Team User Privileges           
 
Washington’s State Department of Health CDR program supports local teams throughout the 
state, which represent counties within Washington State. Each team will oversee at least one 
county and some teams may oversee more than one. The Application Owner(DOH) will 
determine all user privileges. 
 
Each designated team member will be able to create & edit his or her own cases.  

• Each team member will be able to edit cases created by other members on their team. 
• Certain teams may be allowed to view & edit another team’s cases as well as their own 

(for example, regional teams representing multiple LHJs). 
• State-level system users will be able to view and edit any team’s information. 
• Cases will be distinguished by different team suffixes attached to the case number. 
 

 
Accessing the Washington CDR Site         
 
Access to the Washington CDR site requires the user to have a digital certificate and to be 
registered through Transact Washington.  The digital certificate provides proof of identity for 
electronic transactions and allows for a secure means of conducting business with the State of 
Washington.  Transact Washington acts as a portal for conducting electronic transactions by 
verifying a person’s identity with the fact that they have permission to access the application they 
are trying to use.  The digital certificates used with the CDR web application are purchased 
through Digital Signature Trust (see appendix A for purchasing instructions).   
After the user has obtained a digital certificate and it has been loaded onto an appropriate 
machine, the user needs to open an account with Transact Washington via a registration process 
and add CDR as a service (see Appendix B). 
 
Upon being approved for CDR site use by DOH, the user may open their transact Washington 
account by going to http://transact.wa.gov and selecting myTransact Account from the left hand 
menu.  A Client Authentication dialog box will appear asking the user to verify the certificate being 
used.  Followed by a dialog box asking for user’s pass phrase (be patient it can take awhile). 
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Next click on the link for the Washington CDR site. Once you’ve entered the Washington CDR 
site, a Terms of Use statement  will appear on your screen.  If you agree to comply with the 
Terms of Use statement, click on the button labeled ‘Continue’. 
 

 
 

 
 
 
 
 

Main Menu           
  
 
Once the user has successfully entered the Washington CDR site, the user will be brought to the 
Main Menu page.  The Main Menu screen will show information such as the username currently 
logged in as, the user’s last login time, and the current number of cases entered by the user’s 
team.  The menu bar will allow the user to perform all tasks supported by this system.  Users will 
have the ability to enter a new case, retrieve or edit an existing case, run a report, or access a 
utility.   
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Main Menu: Enter New Case          
 
By selecting Enter New Case from the Main Menu,  the user is then directed to fill out a series of 
forms. This document will not provide a complete explanation of all of the forms, but of ones that 
contain special functionality or changes from the previous system. 
 
I. Death Certificate Information 
 
The first Enter New Case form consists of the Death Certificate Information form.  This form 
contains the same information as the paper and Access Database forms.  
 
In order to generate the ID Number, you need to provide a case category, a local death certificate 
number, a Death certificate year, and a County of death.  All other fields on this page are 
optional, but should be filled out as completely as possible for reporting purposes. The drop down 
lists on this and other forms have an additional feature of allowing the user to cycle through the 
possible responses by simply typing the first letter of the desired response until it appears in the 
text box.  To save entered data click on the ‘Save and Proceed to Next Section’ button at the 
bottom and you will automatically proceed to the General Information section.  The menu on the 
left side of the screen allows for navigation through the data entry forms once the Death 
Certificate information is filled in and for saving data as well.  Only use the main menu at the top 
or the left navigation menu to move to another part of the application, otherwise you will find 
yourself at an error page and relogging into system, possibly loosing entered data.  Note:  #26 is 
only available if you answer #25 as ‘Other’ and then it IS required. 

 

 
 
If you make any errors on this page, they will be indicated in a popup window when you save the 
page.  The error message will refer to the variable name of the field that is missing, which needs 
to be provided.  Usually, the number of the question will be part of the variable name, which will 
help you determine where to locate the error.  The error below is an example of the error that is 
generated when no county of death is chosen. The I_ refers to the form section; the 3_ refers to 
the question number; and the County is the name of the field in which the information will be 
stored.  
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II. General Information 
 
The specify fields associated with a question may not always be available for the user to enter 
data.  For example, on the general information form,  
question 13 has a specify relationship field that is only required when other is selected.    
 
 

 
 

 
No text can be entered when ‘Foster parent’ is selected 
 
 

 
 
 
 
 

Text is required when ‘Other’ is selected, and results in an error message from attempting to 
save this form with nothing entered in the field. 

 
 
III. Circumstances of Death Form 
 
The Circumstances of Death form opens automatically once the save button has been clicked on 
the General Information form.  This form allows the user to check as many circumstances that 
apply.  When a circumstance is checked and saved the form that applies to that circumstance is 
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opened.  The circumstances will also appear in the left hand navigation menu beneath  “III. 
Circumstances of Death” menu item.  As each circumstance section is closed, the next section 
will open until all circumstance data have been entered.  If a circumstance has been check 
mistakenly it can be unchecked by clicking on the box next to the circumstance.   If data has been 
entered into the corresponding form, a dialog box will appear warning the user that un-checking 
the box will delete that circumstance information and ask if they want to continue.  Clicking 
Cancel will replace the check.  Clicking OK will delete any related data that had been entered.  
 

  
 
Another feature of the Washington CDR system is visible in the above screenshot.  The fire form 
has some fields that are not required to be filled out under certain circumstances.  These fields 
are marked as “Not Applicable” and cannot be changed by the user unless the question causing 
the question to be not applicable is changed.  
 
Also, some questions on forms may be dependant on other questions on the same form.  For 
example on the firearms form, question 4 will change when different values are chosen for 
question 3.  This makes forms easier to fill out and makes the collected data more consistent.  
 

 
 
When yes is selected for question 3, the user can choose the type of lock in question 4 
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When no is selected, the type of lock is automatically set as not applicable. 
 

 
 
When unknown is selected, the type of lock is automatically set to unknown. 
 
IV. Additional Information Form 
 
This form contains 26 questions which pertain to place of injury, intentionality of the death, 
primary supervisor of child, child toxicology screening, child x-rays, drug or alcohol involvement, if 
there were alleged perpetrators and the mental state of child prior to death. 
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V. Infant Death Form: 
 
The Infant Death form is only completed for children less than one year old.  This form is used to 
enter data pertaining to the mother’s pregnancy and delivery of child. 
 

 
 
VI. Records for Review Form 
 
This form collects information on what records were relevant to the child’s death, if these records 
were available and if there were any problems obtaining these records.  The user is able to tab to 
questions 2 and 3 once the box next to a record type has been checked.  By using the directional 
arrows the user can select ‘Yes’ or ‘No’ then tab to the next appropriate field.  If a record type box 
is checked the user can also use the mouse to answer questions 2 and 3 and enter the memo 
fields no matter what the answers to 2 and 3 happen to be.  
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VII. Committee Conclusions Form 
 

This form collects data on conclusions drawn from investigating the circum-stances of the 
child’s death.  Questions not show here involve panel members concurring on cause and 
manner of death; would an autopsy provide additional information; where practice, policy or 
system issues raised; and was the death preventable – if so how, what is in place now and 
what can be put in place. 

  

 
 

VIII. Narrative Form 
 
The Narrative form is used to provide a short description of the circumstances surrounding 
the death of the child being reviewed.    
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IX. Review Information Form 
 

The Review Information form collects information on who was present for the review and if it 
is a DSHS Children’s Administration case.  It also has a place for indicating the team 
conducting the review, when the review was completed and the contact information for the 
person completing the forms. 

 

  
 

Case Status Form 
 
An important page in the list of forms is the Case Status page. When entering a new case the 
status is automatically set as Incomplete. In order to change the status of the new case to 
complete, you must check the Case Complete box and save the case. This will cause the case’s 
status to change from Incomplete to Complete.  
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• If a case is listed as incomplete that case will not be included in any reporting or data 
exports.  

 
• You may save a case as incomplete and come back at a later time using the Retrieve/Edit 

Case option and change the status to complete. 
 

• Previously the Date Review Completed field on the Review Information form provided the 
function of marking a case as incomplete or complete- the system does not use this field 
any longer for that type of function. The Case Complete check box on the Case Status 
page now provides this functionality. 

 
Main Menu: Retrieve/Edit Case         
 
First, the user will need to locate the case that he/she wish to work with.  Locate the case you are 
searching for through the search criteria screen that is displayed after clicking on Retrieve/Edit 
Case.  The user can specify as much information about the case as desired.   
 
Clicking on search without entering any search criteria, will display all of the cases for the user’s 
team. The example search screen below will retrieve all cases accessible to user’s team where 
the child’s last name is Massey.  
 

 
 

 
After pressing the search button the following screen will be displayed:  
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The search results screen will allow the user to Edit, View, Print or Delete a case by clicking on 
the appropriate task.   
 
Edit Case 
 
After clicking on edit, the user is presented with the same form as the Enter New Case form, 
except that the IDNumber field is now locked.  If you need to edit this field, contact  the DOH CDR 
database administrator.  
 

 
 
All data entry changes can now be made to any of the forms.  A form is saved by using the save 
button at the bottom of the page or clicking on another form from the left navigation menu.   
 
Clicking on one of the main menu options or logout will not save the information you have 
entered.   
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View Case 
 
The View Case option allows a specific case to be viewed, but will not allow changes to be made 
on the forms. 
 

 
 
 
 
Print Case 
 
The Print Case option will open a new window, which will display every page in one browser 
window. This window can be conveniently printed from the File menu.  
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Delete Case 
 
Clicking on delete case will allow the user to remove a case from the database.   After clicking on 
delete, you will receive a confirmation window.   
 

 
 
If you click yes, the case will be deleted.   If you click no, the case will remain in the database.   
By deleting a case you are marking the case as inactive. This means that case will no longer be 
able to be viewed, be included in reports, or be included in data exports. 
 
A Systems Administrator can recover a deleted case from the database if the case is accidentally 
deleted.  This will require access to the SQL server that the Washington CDR application is 
running on.  Set the isactive bit for the record that you want to undelete back to 1 in the 
WA_1_DeathCertificate table and the case will be restored.  
 
Main Menu: Reporting          
  
Built within the Washington CDR site is the capability of running different reports. Selecting 
different items within these four options and clicking the ‘Generate report’ button will create a 
report.  The report options are split into four main options. One item from each option must be 
selected for the reports to be generated.  
 
 The four options are: 
 

1. Case Category Options - Select Case Category Option from drop down box 
 

2. Report Options - Select Report Option by clicking on radio button next to the report 
desired.  Only one report can be chosen at a time. 

 

3. Date Option - Select Date Option to have report ran by Date Review Completed or Date 
of Death 

 

4. Date Range Option - Select a) Data Range Option to have report ran for All Records or b) 
between two dates which correspond to the Date Review Completed or Date of Death 
selected in the Date Option. 

 
 

 

2 3

4

1
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Example:  A separate window will open to show a report that can then be printed. 
 

 
 

Main Menu: Utilities          
  
Utilities are extra software functions provided to each user. Within this system three utilities are 
offered all users- My User Profile, the ability to print blank forms and to export data from the 
database.  Add Users and Manage Users are for available for DOH Administrators only. 
 
My User Profile 
 
Users will be able to make minor changes to their profiles. The first and last name can be edited, 
but all other information is entered through Transact Washington.   
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Print Blank Forms 
 

The Print Blank Forms page allows the user to print one of the on-line forms if 
needed with or without database field names.  
Here’s how:  

a) To print a copy of the form with text boxes, click on the radio button 
‘Blank fields’ (*)  

b) To print a copy of the forms with database field names in place of the text 
boxes, click on the radio button ‘Show database field names’ (**). 

c) To print a copy of the forms with exported field names in place of the text 
boxes, click on the radio button ‘Show export field names’ (***) 

d) Click on the name of the form you wish to print.  A separate window will 
open with the requested form  

e) Click on printer icon in tool bar or select File/Print from menu.  
 

 
 

 
*With text boxes: 
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**With database field names: 
 

 
 
**With exported field names: 
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Export Database 
 
When you select the Export Database option from the Utilities Menu, the export begins 
immediately. Once the export is completed, a link will appear on the screen indicating that you 
may now download the data file. User-level permissions will determine what is allowed to be 
exported; teams will be able to export the same cases that your team membership allows you to 
view and edit.  DOH Administrators will be able to export the entire database. 
 
 

 
 

The database export will produce a zip file containing several text files. Each text file contains the 
information related to the file’s name.  Several text files contain multiple forms. 
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Sample exported zip file. 
 
Forms contained in each file: 
 
DeathCertificate.txt: 

• Death Certificate 
• General Information 

 
Circumstances.txt: 

• Circumstances of Death 
• Fire 
• Burn 
• Fall 
• Firearms 
• Sudden Infant Death Syndrome 
• Drowning 
• Poisoning/Drug Intoxication 
• Vehicular Injury 
• Other Circumstances 

 
AdditionalInformation.txt: 

• Additional Information 
 
InfantDeaths.txt: 

• Infant Deaths 
 

ReviewInfo.txt: 
• Records for Review 
• Committee Conclusions 
• Narrative 
• Review Information 
• Case Status 

 
The information contained in each text file is pipe delimited and can easily be imported into 
Access or Excel for detailed analysis.  The first line of the file contains the field names for each 
column, all rows after the first are data. 
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Screen shot of a sample exported file. 
 
These are the settings known to properly import this data into Excel. 
 

  

 
 
Below are the settings known to properly import data into Access: 
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For more information on the data returned by the data export utility, please consult the 
Washington CDR Data Dictionary 


